
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. 2621 
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Agency: Maryland Department of the Environment, Operational Services Administration, Central Services 

Item 
No. 

Description Retention 

1. 

2. 

3. 

4 

Inventory Records: 
Annual Physical Inventory 
Disposal Records 
Donations and Transfers 
Annual Reports submitted to DGS 

Materials and Supplies Records: 
Supply Room Inventory 
Reorder Reports 
Job Tickets 
Packing Slips 

Annual Reports submitted to DGS 

Receiving Records: 
Records include packing slips, signed receiving slips, 
purchase orders, and receiving logs. 

Mailroom: 
Records include check logs, Visa and express package logs 
USPS Report, UPS Report and Certified Mail logs. 
This schedule supersedes schedule numbers 
2217 and 2142. 

Retain for three years and until all 
audit requirements have been 
fulfilled, then destroy. This action 
pertains to item numbers 1-4. 

Scheduled Approved by Department, Agency, 
or Division Representative. 
Date September 25. 2012 
Signature 
Typed Name Lorrie Del Pizztr 
Title Director of Central Services 

Schedule Authorized by State Archivist 

Date \b{7-7j*2-Ol7-

Signature_ 

DGS 550-1 (Rev. 1/93) 



DEPARTMENT OF GENERAL SERVICES Schedule No .2621 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 2 of 2 

Agency: Maryland Department of the Environment, Operational Services Administration, Central Services 

Item 
No. 

Description Retention 

5a. Facilities, Health and Safety: 
Facilities Maintenance and Housekeeping Requests and 
Security Incident Reports 

Non permanent: Retain for 1 year, 
then screen annually and destroy all 
material not needed for conduct of 
business. 

5b. Health and Safety Training Files Retain for 3 years and until all audit 
requirements have been fulfilled, 
then destroy. 

6. Administrative Records: 
Timesheets and leave cards 

Retain for 3 years and destroy. 

7a. Fleet Management: 
Fleet Maintenance Monthly Invoices 
Monthly Reconciliation 
Fringe Benefit Reporting Forms 
Auctioned Vehicles/Boats/Trailers only: forms, violations/ 

mileage sheet/invoices 
Underutilized Reports 
Mileage Sheets 
10,000 mile exemption request 
VISA Card Transactions & Reconciliation 
Statewide Fuel Management Invoices and BGE Invoices 

Retain for 3 years and until all audit 
requirements have been fulfilled, 
then destroy. 

7b. General Rules Form. 
Driving Force for Safety Training/Test 

Destroy after termination of 
employment. 

8. 
Corporate Purchasing Cards 
Monthly statements, Cardholder Transaction Logs and 
documentation 
Purchasing Card Applications 

Retain for 3 years and until all audit 
requirements have been fulfilled, 
then destroy. 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup. Maryland 20794 
« I 0 - 7 » I 9 3 0 

AGENCY RECORDS INVENTORY 

each new or revised record series. Forward 

with Records Retention Schedule (OGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup. Maryland 20794 
« I 0 - 7 » I 9 3 0 

PAGE 1 O F I 

1. Department/Agency 

Maryland Department of the Environment 

2. Division 

Operational Services Administration 

3. Unit 

Central Services 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

1 4. Record Series Title 

INVENTORY 

5. Earliest Year/Latest Year 

. . .2010_to_20i3 

6. Record Series Description (Briefly describe the types of information/documents/focms found in the series. Include the purpose or function of the 
series.) 

Inventory records 3re used to ensure that MDE follows all DGS guidelines and procedures pertaining to inventory standards. The inventory records 

are Annual Physical Inventory Reports. Disposal Records, Donations. Transfers and Annual Reports submitted to DGS. 

1 7 . R e c o r d S e r i e s F o r m a t s ) Llsl at 8 R e c o r d S e r i e s S e q u e n c e 9 . v o l u m e 

0 L a t t e r S i z e • Microf i lm • A lphabet ica l 

2 
N u m b e r 

• L e g a l 5/1 e Q C o m p u t e r T a p e 

• A u d i o T a p e • F loppy D isk 

• B o u n d B o o k • V i d a o T a p a 

• N u m e r i c a l 

0 Chronolog ica t 

f~] G e o g r a p h i c a l 

£3 Fi le D i e w e r f s ) 

1 1 Microf i lm R e e H s ) 

• C o m p u t e r T a p e ( s ) 

f~l O ther ( s o e c i M 

1 23 O t h e r (spec i fy ) E l e c t r o n i c . • O t h e r (specrfy) 

10 A n n u a l A c c u m u l a t i o n I 

. . . . . . 2 

N u m b e r 

0 F i le D r a w e r f s ) 

• Microf i lm R e e K s ) 

• C o m p u t e r T a p e ( s ) 

• O t h e r ( s p e c i f y ) . . _ 

1 1 . F a e is U s e d 12. Fife B e c o m e s Inact ive After 

H Dairy • W e e k l y • M o n t h l y • A n n u a l l y 

4 r 

N u m b e r • M o n t h ( s ) S Y e a r ( s ) 

13 . C u r r e n t L o c a l i o n ( s ) (B ldg . . F loor . R o o m ) 

M O £ W A R E H O U S E . 1 " F L O O R . R O O M W 1 0 3 

U . Is R e c o r d Ser ies Dup l ica ted E l s e w i t a r e ? (if y e s . specrfy a g e n c y or off ice.) 

• Y e s H N o 

15. A c c e s s Restr ic t ions ( I I Y e s , c i te LawKs) & R e g u t a t k m ( s ) 

• Y e s BjNo 
16. Audit R e q u i r e m e n t s 

-

O N o n e 3 S l a t e • F e d e r a l • I n d e p e n d e n t 

17. Is a n I n d e x S y s t e m u s e d 7 If y e s . evp ia in briefly a n d d e s c r i b e r e q u i r e m e n t s 

• Y e s EJ N o 
18. Recommended Retention 

Retain until audit requirements have been fulfilled and then destroy by 

MDE. 

19. Name and Title of Preparer 20. Telephone Number 21. Date 
MARK WELLS. INVENTORY MANAGER 410-537-4430 July 17,2012 

O G S $ b O - 4 ( R e v 1/93) 



Instructions -Type or Print a separate form for 

eacfi new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup. Maryland 20794 
« I 0 - ' » I 9 J 0 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

eacfi new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup. Maryland 20794 
« I 0 - ' » I 9 J 0 

PAGE 1 Of i 

1. Department/Agency 

Maryland Department of the Environment 

2. Division 

Operational Services Administration 

3. Unit 

Central Services 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

MATERIALS & SUPPLIES 

5. Earliest Year/Latest Year 

_.2010_. to _2013 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Supply room inventory reports are produced to ensure that the warehouse physical count matches the count listed in FMIS. Re-order reports 

are used to re-stock the warehouse. Job tickets are used to ensure that customers are receiving their supplies from the warehouse. Packing slips are 

retained to ensure that deliveries are received in their entirety. A warehouse annual report is submitted to DGS because it's required according to 

COMAR. 

7. R e c o r d S e r i e s F o r m a t s ) List alt 8 . R e c o r d S e r i e s S e q u e n c e 9. V o l u m e 1 

EJ L e t t e r S i z e Q Microf i lm • A l p h a b e t i c a l N u m b e r 1 

• L e g a l S i z e • C o m p u t e t T a p e 0 N u m e r i c a l E| Fi le D r a w e e s ) | 

Q MicrofUm Ree«, J) 

Q A u d i o T a p e • F loppy Disk B Chrono log ica l • C o m p u t e r T a p e < s ) 

El O t h e r ( s p e a t y ) _ E lect ronic 

• B o u n d Book • V i d e o T a p e • G e o g r a p h i c a l 

10 . A n n u a l A c c u m u l a t i o n 

E| O t h e r (speci fy) . E l e c t r o n i c . Q O t h e r (spec i fy ) 1 

• N u m b e r 

E) F i le D r a w e r t s ) 

• Mic tofsm R e e l ( s ) 

I I C o m p u t e r T a p e ( s ) 

0 O t h e r (speci fy) E lectronic 

11 F e e is U s e d H 12. F e e B e c o m e s Inact ive After 

• Oaity El W e e k l y • Month ly • Annual ly • M o n t h ( s ) E) Year<s) 

13 . C u r r e n t L o c a b o n ( s ) (B ldg , Floor. R o o m ) 

M O E . S " Floor . R o o m 5 4 0 3 M D E W A R E H O U S E . I s ' F L O O R . R M W 1 0 3 

14 is R e c o r d S e r i e s D u p l i c a t e d E l s e w h e r e ' ' (If y e s . speci fy a g e n c y or of f ice. ) 

• Y e s 0No 

15. A c c e s s Restr ict ions (It Y e s . crle L a w ( s ) & R e g u l a t i o n s ) 

• Y e s ElNo 
16 . Audit R e q u i r e m e n t s 

• N o n e El S O * * • F e d e r a l • I n d e p e n d e n t 

17 is a n I n d e x S y s t e m u s e d ? If y e s . e x p l a i n briefly a n d descr ibe r e q u i r e m e n t s 

• Y e s E| N o 
18. Recommended Retention 

Retain until audit requirements have been fulfilled and then destroy by 

MDE. 

19. Name and Title of Preparer 

Justin Creswell, Facilities Manager 

20. Telephone Number 

410-537^427 

21. Date 

July 25. 2012 

D C S V * W ,R«v t /93) 



Instructions -Type or Print a separate form for each 

new or revised record series. Forward with Records 

Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup. Maryland 20794 
110- 799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for each 

new or revised record series. Forward with Records 

Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup. Maryland 20794 
110- 799-1930 

PAGE «_ . . . O f 1 

1. Department/Agency 

Maryland Department of the Environment 

2. Division 

Operational Services Administration 

3. Unit 

Central Services 

DEFINITION; RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

RECEIVING 
5. Earliest Year/Latest Year 

2010 to 2013 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Receiving records are used for proof of items purchased with a PC#. Records include packing slips, signed receiving slips, purchase orders, and receiving 

logs. 

7. R e c o r d S e r i e s F o r m a t ( s ) List a i 

| < Let ter S u a • M e r o M n 

n L e g a l S i z e Q C o m p u t e r T a p e 

• A u d i o T a p e • F loppy Disk 

| D B o u n d B o o k • V i d e o r a p e 

« O t h e r (spec i fy ) . Electronic. . . . 

8 . R e c o r d S e r i e s S e q u e n c e 

• A l p h a b e t i c a l 

f~l N u m e r i c a l 

• Cr t ronologica j 

I 1 G e o g r a p h i c a l 

Q O t h e r (spec i fy ) 

9 V o l u m e 

2 

N u m b e r 

• F i le O r a w e r f s ) 

• Microf i lm R e e l ( s ) 

• C o m p u t e t T a p e t s ) 

Q O t h e r (speci fy) 

10. Annua l A c c u m u l a t i o n 

2 

N u m b e r 

• F i le D r a w e r ( s ) 

• M K i o W m R e e l ( s ) 

Q C o m p u t e r T a p e ( s ) 

• O l h e r (speci fy) 

I I . F i le is U s e d 

• Da i ly . W e e k l y , M o n t h l y • A r t n u a t y 

12 . Fi le B e c o m e s Inact ive After 

3 

N u m b e r • Month(s> . Y e a r f s ) 

13 C u r r e n t Loca t ion (s ) ( B l d g . F loor . R o o m ) 

MOe M A I L R O O M 5"" F L O O R R O O M 5 0 S 4 

14. Is R e c o r d Ser ies Dupl ica ted E l s e w h e r e ? (If yes . specify a g e n c y or off ice.) 

Q v e s » N o 

15. A c c e s s Restr ic t ions (If V e t . c n e ' L a w f s ) ft R e g u f a l i o n ( s ) 

• Y e s x N o 

16 Audrt R e q u i r e m e n t s 

• N o n e K S l a t e • F e d e r a l • t n d o p o n d e n l 

17 . is a n I n d e x S y s t e m u s e d ? it yes . e x p l a i n briefly a n d d e s c r i b e r e q u v e m e n t s 

• Y e s x N o 
18. Recommended Retention 

Retain until audit requirements have been fulfilled and then destroy by 
MOE. 

19. Name and Title of Preparer 

CHARLES ALLEN MAILROOM / WAREHOUSE SUPERVISOR 
20. Telephone Number 

410-537-3187 
21. Date 

July 27, 2012 

D O S 550-1 (Ro« I /9J) 



Instructions -Type or Print a separate form for each DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup. Maryland 20794 

AGENCY RECORDS INVENTORY 

new or revised record series. Forward with Records 

Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup. Maryland 20794 
P A G € 1 O F 

1. Department/Agency 

Maryland Department of the Environment 

2. Division 

Operational Services Administration 

3. Unit 

Central Services 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

MAILROOM 
5. Earliest Year/Latest Year 

_ 2 0 1 0 _ t o _ 2 0 1 3 . 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Mailroom records include check logs, credit card and express mail logs, USPS report. Ups report, and certified mail logs. 

7. R e c o r d S e n a s F o r m a t t s ) List afl 

i L e t t e r S i z e f j MicrofAn 

• L e g a l S i t e • C o m p u t e r T a p o 

• A u d i o T o p * • F loppy O a k 

• B o u n d B o o k • V i d e o T a p e 

» O t h e r ( s p e c i f y ) _ E t * c t r o « c 

8 R e c o r d S e r i e s S e q u e n c e 

• A lphabet ica l 

f~~l N u m e r i c a l 

« Chrono log ica l 

Q G e o g r a p h i c a l 

• O t h e r (speci fy) 

9 . V o l u m e 

2 

N u m b e r 

• F i l e D r < M e * ( s ) 

• Microf i lm R e e K s ) 

C o m p u t e r T a p e ( 9 ) 

• O t h e r (spec i fy ) _ 

10 . A n n u a l A c c u m u l a t i o n 

2. _ 
N u m b e r 

* F i le D r a w e r ( s ) 

Q Microf i lm R e e K s ) 

Q C o m p u t e r T a p e ( s ) 

' • O t h e r (spec i fy ) . 

I t . F i le is U s e d 

< OaUy . W e e k l y < Month ly Q Annual ly 

\2. Fi le B e c o m e s Inact ive After 

3 

N u m b e r Q M o n t h ( s ) . Y e » r ( t ) 

13. C u r r e n t L o c a t i o n s ) ( B U g . Floor. R o o m ) 

M D E M A I L R O O M S , H F L O O R R O O M 5 0 5 4 

14 Is R e c o r d S e n a s D u p l i c a t e d E l s e w h e r e 1 ( I f y e s . specify a g e n c y or o f f i c e ) 

• Y e s x N o 

I I S . A c c e s s Restr ic t ions (If Y e s . c i te L a w ( s ) & R e g u l a t i o n ( s ) 

• Y e s x N o 

f 6 Audit R e q u i r e m e n t s 

Q N o n e x S i e t e • F e d e r a l • I n d e p e n d e n t 

t 7 . Is a n I n d e x S y s t e m u s e d ? II y e s . exp la in briefly a n d descr ibe r e q u i r e m e n t s 

• Y e s X N o 
18. Recommended Retention 

Retain until audit requirements have been fulfilled and then destroy by 
MDE. 

19. Name and Title of Preparer 

CHARLES ALLEN MAILROOM / WAREHOUSE SUPERVISOR 

20. Telephone Number 

410-537-3187 

21. Date 

July 19. 2012 

O G S 550-4 ( R e . 1/93) 



Instructions - Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-19.10 

AGENCY RECORDS INVENTORY 

1. Department/Agency 

Maryland Department of the Environment 

2. Division 

Operational Services Administration 

3. Unit 

Central Services 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

FACILITIES, HEALTH and SAFETY 

5. Earliest Year/Latest Year 

_2010 ._ to_2013 

6. Record Series Description (Briefly describe the types of infomiation/documertts/forms found in the series. Include the purpose or function of the 

series.) 

Facilities records are used to ensure that MOE sufficiently monitors and rectifies building issues and requests. Health and safety records are retained 

to ensure that MDE is conforming with all Federal. State and Local laws and regulations, pertaining to safety in the workplace. 

7 . R e c o r d S e r i e s F o r m a t ( s ) List aM 

L e t t e r S t z s O M i c r o H m 

fj3 L e g a l S i z e • C o m p u t e r T a p e 

• A u d i o T o p e • F loppy O a k 

• B o u n d B o o k O V i d e o T a p e 

£3 O t t e r (spec i fy ) .Electronic. 

8 . R e c o r d S e r i e s S e q u e n c e 

• A l p h a b e t i c a l 

0 N u m e r i c a l 

H C h r o n o l o g i c a l 

• Geographical 

• O l h e r (spec i fy ) 

9 V o l u m e 

4 

N u m b e r 

J3 F i le D r a w e r ' s ) 

• Microf i lm R e e t ( s ) 

• C o m p u t e r Tape t f t ) 

0 O t h e r (spec i fy ) Electronic 

10. A n n u a l A c c u m u l a t i o n 

4 

N u m b e r 

0 Fife D r a w e e s ) 

• Microfilm ReeK&) 
Q C o m p u t e r T a p e t s ) 

£3 O t h e r (spec i fy ) Electronic. . . 

1 1 . F i l e is U s e d 

0 Da i ly • W e e k l y • M o n t h l y • A n n u i t y 

12. Fi le B e c o m e s Inac t ive Af ter 

3 

N u m b e r • M o n t h ( s ) 0 Y e a n » 

1 3 C u r r e n t L o c a t i o n ' s ) (B ldg . . Floor. R o o m ) 

M O E . 5 " F loor . Off ice 5 4 0 3 

14 Is R e c o r d S e r i e s D u p k c a t e d E l s e w f t e r e ? (If y e s . specify a g e n c y or off ice.) 

• V o s 0 NO 

15 A c c e s s Restr ic t ions (If Y e s . cite L a w ( s ) & R e g u i a t i o n ( s ) 

• Y e s H N o 

16 Audit R e q u i r e m e n t s 

• N o n a E| S t a t e • F e d e r a l • I n d e p e n d e n t 

17 Is a n I n d e x S y s t e m u s e d ? if y e s . exp la in bnelty a n d d e s c r i b e r e q u i r e m e n t s 

• Y e s 0 N o 
18. Recommended Retention 

Retain until audit requirements have been fulfilled and then destroy by 

MDE. 

19. Name and Title of Preparer 

Justin Creswell, Facilities Manager 

20. Telephone Number 

410-5374427 

21. Date 

July 25. 2012 

O G S 'i'ja-» (Re«. t ™ > 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup. Maryland 20794 
' 4IO-7M-I9M 

AGENCY RECORDS INVENTORY 

PAGE 1 O f 

1. Department/Agency 

Maryland Department of the Environment 

2. Division 

Operational Services Administration 

3. Unit 

Central Services 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

ADMINISTRATIVE 
5. Earliest Year/Latest Year 

_ 2 0 1 0 _ t o _ 2 0 l 3 _ 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Time Sheets - Process time sheets - contractual 

Leave Cards - track and Log employee's leave cards 

7. R e c o r d S o n e t F o r m a t ( s ) List afl 

x L e t t e r S i r e • M i c r o f t m 

[ 1 L e g a l S i z e • C o m p u t e r T a p e 

Q A u d i o T a p e • F loppy Disk 

• B o u n d B o o k Q V i d e o T a p e 

x O l h e t ( s p e c i f y ) . . 

8 . R e c o r d S e r i e s S e q u e n c e 

• A lphabet ica l 

n N u m e r i c a l 

x Chrono log ica l 

• G e o g r a p h i c a l 

• Other (specify) 

9 . V o l u m e 

2 

N u m b e r 

x Fi le D r a w e e s ) 

• Microfilm ReeKs) 
• C o m p u t e r Tape<s) 

r~] O t h e r (speci fy) 

10 A n n u a l A c c u m u l a t i o n 

2 . .. 

N u m b e r 

x Fi le O r a w e r t s ) 

• Microf i lm R e e K s ) 

• C o m p u t e r T a p e f s ) 

• O t h e r (speci fy) 

1 1 . F e e is U s e d 

x D a i l y x W e e k l y • M o n l h l y • A m u o B y 

1 2 . FHe B e c o m e s Inact ive After 

3 _ . . . 

N u m b e r • M o n l h ( s ) x Y e a r ( s ) 

1 3 . C u r r e n t L o c a t i o n ! s ) (B ldg , . F loor . R o o m ) 

M O E M a i r o o m 5 * F loor - R o o m * 5 0 5 4 

14 Is R e c o r d Ser ies Dupl icated E l s e w h e r e ? (If y e s . specify a g e n c y o r of f ice. ) 

• Y e s . N o 

15. A c c e s s Rest r ic t ions (If Y e s . d i e L a w ( s ) A R e g u l a l i o n ( s ) 

• Y e s . N o 

17. Is a n I n d e x S y s t e m u s e d ? If y e s , exp la in briefly a n d d e s c r i b e r e q u i r e m e n t s 

• Y e s . N O 

19. Name and Title of Preparer 

Lucy Marcum - Administration Specialists II 

16 Audit R e q u i r e m e n t s 

• N o n e . S l a w • F e d e r a l • i r i r tependenl 

18. Recommended Retention 

Retain until audit requirements have been fulfilled and then destroy by 

MDE. 

20. Telephone Number 

410 537 3513 
21. Date 

July 19. 2012 

O G S 5SO-« (Rev <m) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
410- '99-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
410- '99-1930 

P A G E I OF 1 

1. Department/Agency 

Maryland Department of the Environment 

2. Division 

Operational Services Administration 

3. Unit 

Central Services - Fleet Management 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

FLEET 
5. Earliest Year/Latest Year | 

_ 2 0 1 0 _ t o _ 2 0 H I 

6. Record Series Description (Briefly describe the types of information/docurrvents/fonrts found in the series. Include the purpose or function of the 
series.) 

Fleet records are used to ensure that M.O.E. follows all D.G.S. and D.8.M. guidelines and procedures pertaining to Fleet standards. The Fleet 

records are Physical Inventory Reports. Disposal Records. Donations. Transfers and Annual Report submitted to D.G.S. and D.B.M. 

7. R e c o r d S e r i e s F o r m a t ( s ) Lis! s i 

£3 L e t t e r S i t e • Microf i lm 

• L e g a l S i x e Q C o m p u t e r T a p e 

• A u d i o T a p e • F loppy Disk 

• B o u n d B o o k • V i d e o T a p e 

• O t h e r ( s p e c i f y ) 

8 . R e c o r d S e r i e s S e q u e n c e 

Q A lphabet ica l 

E3 Numerical 

rj Chrono log ica l 

• G e o g r a p h i c a l 

• O t h e r (speci fy) 

9 V o l u m e 

. . . 6 

N u m b e r 

Q File Orewer(s) 

• Microf i lm R e e K s ) 

• C o m p u t e r T a p a ( s ) 

• O l h e r (speci fy) 

to. A n n u e l A c c u m u l a t i o n 

t 

Number 

£3 F i e D r e w e r ( 9 ) 

• Microf i lm R e e l ( s ) 

• C o m p u t e r T a p e ( s ) 

• O t h e r (spec i fy ) 

1 1 . F i l e is U s e d 

I Da i l y • W e e k l y • M o n t h l y Q Annua l ly 

12. Fi le B e c o m e s inact ive After 

4 

N u m b e r • M o n e y s ) B Y e a r ( s ) 

13 C u r r e n t L o c a t i o n s ) (B ldg . Floor. R o o m ) 

M D E W a r e h o u s e 1 " Floor. R o o m W 1 0 1 F leet Of f ice 

14 Is R e c o r d S e r i e s D u p l i c a t e d E l s e w h e r e ' ' ( I I y e s . specify a g e n c y or off ice.) 

• Y e s f3 N o 

15 A c c e s s Restr ic t ions (If Y e s . cite Lavr(s) * Regmat ion<s) 

• Y e s £3 N o 

16. Audit R e q u i r e m e n t s 

• N o n e £3 S t a t e • F e d e r a l • I n d e p e n d e n t 

17. Is a n I n d e x S y s t e m u s e d 7 If y e s . e x p l a i n briefly a n d descr ibe r e q u i r e m e n t s 

• Y e s £3 N o 
18. Recommended Retention 

Retain until audit requirements have been fulfilled and then destroy by 

M.O.E. 

19. Name and Title of Preparer 

Anita E. Foltz. Fleet Manager 

20. Telephone Number 

410-537-3068 

21. Date 

July 30, 2012 

D G S I V W <R«v 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup. Maryland 20794 

AGENCY RECORDS INVENTORY 

P A G E ._ . t O f _ . . I _ 

1. Department/Agency 

Maryland Department of the Environment 

2. Division 

Operational Services Administration 

3. Unit 

Central Services 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

CORPORATE PURCHASING CARDS 
5. Earliest Year/Latest Year 

2010 to 2013 

6. Record Series Description (Briefly describe the types of informatior/documents/forms found in the series. Include the purpose or function of the 

series.) Monthly statements are used to track purchases. Cardholder transaction logs and the documentation that comes with them are used to track 

the purchases of each cardholder. Purchasing card applications are used to gather personal information on each cardholder. 

7. R e c o r d S e r i e s F o r m a t ( s ) List el 

0 L e t M r S u e • M i c r o U n 

r~] L e g a l S i z e Q C o m p u t e r r a p e 

• A u d i o T a p * • F loppy Disk 

• B o u n d B o o k • V i d e o T a p e 

• O t h e r (speci fy) 

8 . R e c o r d S e r i e s S e q u e n c e 

• A lphabet ica l 

I I N u m e r i c a l 

0 Chrono log ica l 

1 1 G e o g r a p h i c a l 

• O t h e r (spec i fy ) 

9 . V o l u m e 

. . . . 6 

N u m b e r 

0 Fi le O r a w e r f s ) 

l~l Microf i lm R e o H s ) 

Q C o m p u t e r Tape(s) 
• O t h e r (speci fy) 

10. A n n u a l A c c u m u l a t i o n 

___ 2 

N u m b e r 

0 F i le O r e w e r ( s ) 

• Microf i lm R e e ( ( s ) 

• C o m p u t e r T a p e t s ) 

• O t h e r ( s p e c i f y ) . 

1 1 . F a e is U s e d 

• Oaify 0 W e e k l y • Month ly Q A n n u a l l y 

12 F o e B e c o m e s inact ive After 

. . . J . 

N u m b e r • M o n l t H s ) 0 V e a r ( s ) 

13 C u r r e n t L o c a t i o n s ) (B ldg . . F loor . R o o m ) 

S » floor. R o o m 5 1 0 0 

14. Is R e c o r d S e r i e s Dupl ica ted E l s e w h e r e ' (If y e s . specify a g e n c y or off ice ) 

• Y e s 0No 

15. A c c e s s Restr ict ions (If Y e s . cite l . aw( s ) & R e g u l a t i o n ( s ) 

• Y e s 0 N o 

16. Audit R e q u i r e m e n t s 

• N o n e El S t a t e • F e d e r a l • i n d e p e n d e n t 

17 . Is a n I n d e x S y s t e m u s e d ? if y e s , e x p l a i n briefly a n d d e s c r i b e r e q u i r e m e n t s 

• Y e s 0 N o 
18. Recommended Retention 

Retain until audit requirements have been fulfilled and then destroy by 

MDE. 

19. Name and Title of Preparer 

Lorrie Del Pizzo. Director of Central Services 
20. Telephone Number 

410-537-4482. 
21. Date 

July 26. 2012 

D C S 5 5 0 4 {Rev. 1/93) 


